
Initiating a Note: ie. Activity, Clinical Authorization, Hospital Liaison, ISP 
Review, Plan, General, Jail Liaison, Supervisory, Utilization Review, 
Vocational  
 
MH Note:  All stand-alone notes use the following steps when being initiated. 

1. Anchor your person (see instructions in the Anchoring a Person handout for more 
information). 

2. Click NOTES in the EIS menu. 

  
3. View the Notes List page. 

  
4. Click the ADD button. 
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5. Type in an appropriate title for the note in TITLE. 

 
MH Note: You should not put the client’s name in the note title, as a person may be 
able to view the note list and should not have access to names of clients. 

6. Edit the START DATE if necessary. 
7. Type in an END DATE (date format is MM/DD/YYYY). 
Note: In most cases, the START DATE and END DATE are the same.   
8. Select the appropriate ORGANIZATION (if you need to change it from the 

default, see the Selecting an Organization handout for further instructions). 
9. Click NEXT. 
10. Select the appropriate TYPE for your note (specifics for each type follow this 

section). 

 
11. Click the FINISH button. 
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12. View the Notes General page. 

  
 


